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DEPARTMENT CF THE NAVY
COMMANDER NAVAL AIR FORCE
JNITED STATES PACIFIC FLEET

30X 357051

SAN DIEGO. CALIFORNIA ¢2135-7051

COMNAVAIRPACINST 1700.5
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APR 2 8 1997

\Y/ D IN ON 17CQ.5 0
Subj MANAGEMENT AND OPERATICN CT CIITIRVAIRPAC STAFF CGCOODY LOCKER
Ref: (a) OPNAVINST 1700.7D
{b) BUPERSINST 7510.1
1 Purpose. To issue policy and provide guidance for the operation of the

C Staff

2. Backaround. The COMNAVAIRPAC Staff Goody Locker serves as part of the
command’s Morale, Welfare and Recreation (MWR) Program. Resale functions in
the Navy are defined in reference (a) and provide administrative guidance to
effect the most efficient management and operation of MWR programs. Reference
(b) establlshes and issues appropriate procedures and instructions for audits

mmt ol cmmasd e ~F T mem e~y o S

iscal oversight reviews oI !icnacpropriated Fund Instrumentalities
\

]

a. Accountability. The Goodv Locker custodian will be responsible for

the receipt, safekeeping, deposit, disbursement and accountability of the
Goody Locker. Using logboocks tc track the flow of inventory and cash, all
sales, merchandise receipts zand Zzpcs:ts will be annotated immediately Sales
receipts should be given tc zustcmers and the custodian will maintain copies
of receirts for future reference. 2 lcgbook or comparable _=dger system will

also be used =o track acccunts rzcervzzle and payable.

rrerl: 1 out . The Izcdy Locker custodian and a designated

officer will perform a quarterily clicsecut by completing a count of inventory
and cash. comparing it to cn ?ani zalances per the bookkeeping system and
identifving/correcting errcrs, tnzit, =z:c The results of the inventory will
be provided as a report to the Cniei =I Staff, wvia the Ccmmand Master Chief.
4. Operating procedures. The fzllcwing measures will be perficrmed to ensure
accountapiliz of the Goody Lccxer czeraticn:

a. Toon vaceipt of mercnzniise. Ccody Locker custcdian will make a
count, c-.rcle —he correct zZuantoz 3n2 sign/date the 1invoice.

sy —he cperaticn oI the Gcody Locker

_zcrer custocilan.
- -t ey

Cad o WY I



TCMNAVAIRPACIIIET 727.:2

APR 2 81997

a. Storeroom

5 the storeroom will be maintained i the exclusive

1 < =1
custody of the Goody Locker custodian or designated alternate at all times.

(2) Access to the storeroom will be restricted to the Goody Locker
custodian. If additional personnel require access, they should be accompanied
by the custodian or designated alternate.

{(3) All cabinets holding the Goody Locker inventory will have
combination padlocks to ensure an additional layer of security. Maintain a
copy of the combination in a sealed envelope in the cash box. The envelope
will be signed by the Goody Locker custodian and a designated officer. A
logbook will be maintained and will be annotated by the custodian and
designated officer whenever the sealed envelope is opened.

(4) Safe combinations will be changed whenever a new custodian 1is
appointed or as directed by the Chief of StafZ.

b. Cash Funds. Cash funds will be stored in a cash box in an operable
safe for added security. Maintain an extra key in the same manner as the
cabinet lock combination/extra key. The cash box will be stored in a small

5 Audits. Per vaference ‘a., cash funds will ze audited z:t _east quarterly.
The Goody Locker cu i will snsure a closecut cf the Goody Locker is
completed at the =nd scal ear. ?Pricr tc relief, the Goody Locker
custodian and a des:gnated cificer will conduct z closeour zv completing a
count of inventory and cash, comparing it to on-nand balances per the
bookkeeping svstem and identiiving/correcting errors, theft. =tc. The results
of the inventory will be provided as a report =:s the Chief c¢I Staff, via the
Command Master Chief.

7. Action. The Goody Locker custodian and alternate will ze designated in
writing and ccmply with all rrovisions of this instruction.

(N
WA ason
/

NS
L. CASEY,
Chief c:Z :-afﬂ
~—
Tistribution:
Staff Crganizat:icn Manual,

Article 13101, L:

Stocked:
TOMNAVAIRPAC I100C=



